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PREFACE 


The foUowmg pages are intended to pron^ote the tnott 
general adoption of the prrKess of ** duplicating** for office 
and other purposes, by pointing out how the defects which 
frequently lead to the condemnation of the proem may be 
avoided or removed, and by explaining how this convenknt 
and inexpensive method of reproduction may lx* utilised for 
a variety of purposes with which it is not at generally 

assrfxiatcd. 

Three different types of duplicating maclniu's, or appliances, 
arc available for office use, viE.— 

(а) Stencil machines, Udh rt>tary and flat, in which the 
copy is produced by printing through the prforations 
made in a waxtd slux t; 

(б) IVintingtype machines, wliit h are really adafdations 
to office usr‘ of the ordinary printing press; arwl 

(c) Ounposition duplicat<»rs, in which the ropy is printed 
from an anilint* ink original suslaincd u|>om a gdatine 
or clay. 

The machines i>n the market failing witliin each class 
differ in minor features, so that their (ajrabdities do not 
exactly coincide; and it is, therefore, tuxessary to srdect the 
type and nmke of machine most suitable to the circumstances 
or for the intended purpose. 

The present volume is mainly devottd to instructions for 
using the rotary stencil machines, which at present are the 
type most widely in use. Instructions are given in the 
methods to be followed to obtain satisfactory remiltfi, and 
the manner of du^kating bex^kwork, diagrams, sketches* 
statistical and other forms, and other special applkatkms of 
the process. 

Under ordinary amditkms, duplkating k, in many caaei, 
more advantageous than printi^* The chief obstacle to 
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the more general adoptkHi of the process has beaa the 
imperfect and defective quality of the work usoalty turned 
out; and it is one of the objects of this book to remove this 
drawback, and to enable the operator to produce the most 
varied and difficult work of g€Jod quality. 

Except where large quantities arc required, the economy 
of duplicating as compared with printing is very great. 
Competent authorities have stated that duplicating costs tmly 
one-twentieyth of the price of printing: probably this may be 
so when only small quantities arc required, but the saving 
becomes progiessively less as the quantities increase. On the 
average, the saving is at least three-fourths, and it does not 
reach the vanishing point until quantities exceeding 10,000 
arc required. For quantities up to 5,000 copies, the balance 
of advantage is usually in favour of duplicating; and, although 
urgency or other circumstances may render it necessary to 
duplicate larger quantities, there are usually counterbalancing 
drawbacks which make printing the most advantageous pro- 
cess in such cases. For quantities ranging from 20 to 1,000 
copies, which are the numbers most comnwnly required, the 
magnitude of the economy is undeniable. 

Another advantage is the saving of time and. to some 
extent, of labour. For example, a circular letter can be 
duplicated in a few minutes and immediately dispatched; 
or minutes of evidence or other lengthy copy can be 
produced in a few hours: in both cases, in less time than a 
printer would require to deliver proofs/* whilst the office 
work in conneetkm with ordering and ji^ying for the printing 
is abdislied. 

A third consideration is that, for many doaiments, du{^- 
catifig is the most aj^opriate and efficient method of repro* 
ductkai. A diqilicated circular with a facsimile i^igYiatiire 
h almost indistii^guishabk htun a separately tjjrped and 
stgned letter, and circulars are the more effect^ the maim 
they approach in appearance to ty pew r i ti ng m handwritkag. 
An erdlliiiy print^ letter loses much dt its p e rs cwaa l 
iliaiwctcrt and tlmefcve o^itains less nolico* Wm&m» tiie 
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risk of disdkBure of con&kntial documents is eliiiiiiiated or 
reduced if they are dupKcated instead of betim: printed, and 
the process is i^pecially convenient if for any reason the 

copy ** cannot be removed for the purpose of printing. 

It may be added that this book is not written from the 
point of view of the makers of the machines, but is based 
upon a practical eaqpcrience of duplicating work extending 
over a number of 5rears. 

The writer is indebted to the makers of the machines for 
Idiully reading the {woof and making necessary amendments, 
and for loaning many of the blocks. 

W. D. 

AptH, 1917 
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MANUAL OF 
DUPLICATING METHODS 

SECTION I 

STENCIL CUTTING 

CHAPTER I 

THE TYPEWRITER 

Most modem machim^s are suitable for stencil cutting, but 
the quality of the result vaih^s slightly with difierent nuikt's 
of machines, and a pad niachine {e.g,, a Yost) has generally 
a lighter touch than a ribbon machine. It is not proposed, 
however, to recommend any paiiicular machine, ahhtaigh 
a ** downward stroke machine will give U tter results. Most 
makers supply a sp<x:ial sharp-faced type* with a haitl platim 
for stencil cutting. Unless the machine has a hard platen, 
it will be necessary to use a spc^cial hard Imcking sbt'et behind 
the wax. Gi>od results cannot U? obtainti;] with old or blunt - 
faced type. For a small outlay, the makers will re-type a 
umchine and fit a hard platen. The only disadvantage 
resulting from using a hard platen for ordinaiy work is tlwit 
the ribbons wear out much quicker, but l>etler results are 
obtained in manifolding. The strike of the keys and the 
tension arc also important, and next time the typcfwriter man 
calfe, ask him to see whetlier the ** strike ** is suitable for 
cutting stencils. 

STYIES OT TYPE. 

A betta* style can be given to the work if three d^breni 
siac type machtnes are used and large Roman). 
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Wmy operators consider that MiU type easinot be wmd sue 
cembsMy for stencil M9otk; but with ^{>ecial to 

ckanix^, excelknt results can be chained* When oxdedog 
a machine with IKfe type, the line spack^ should be less 
than ordinary typewritm by having a 38<og ratchet wheel 
instead of a 30. The greater number of letters to the ixkh 
and the narrower spacing between the lines will then enable 
nearly double the amount of matt^ to be typed on a page. 
Besides the economy in papei , there is a great saving in time 
and materials. The saving in cost of production in book 
and pamphlet work is thus reduced by about one-half. 

The smaller type can also be used with advantage for form 
and tabular work, lor foot-notes, and for a number of other 
purposes where a printer would print in a smaller type, for 
it is often impossible to type a heading to a column in the 
required space with ordinary pica type. 

The Lakge Roman Type can be used for headings, covm 
of books, and for general display work. The extra trouble 
involved in transferring the wax to another machine is 
alinost negligible, and the results extend the scope of the 
process, 

PaiNTYPEs types with thick and thin lines) can- 
not generally be used for duplicating, as the heavy face of 
the type will not perforate the wax — it merely Battens it out. 
By uung a sUk ^eet and t^lng heavily, good results 
can be obtained, but a large quantity of ink is required for 
nuining off, 

UMBR oisjmm TypBwmiER. 

A hmg carriage be required to (Hoduce forms longways* 
and abo fear Brief work hmgways. 

THB TYPEWRITER AMD TBB TYPE* 

The typmrk^ must be hsj^ parhxi^ly dean Icsr stencil 
euttmg^ Evary ittadhine educh is used fer steikciii IkmM 
ham a ty{MKjeaiiing famsli tkd on to H. Tk$ dhmU ta 
fliWirf far aaek aod ocMWtowBy 
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be cteUMi |l mc^9$ftry» tli^ kittars be 

l^toed <mt ^ l&u A little ofl dti the bmb 
cleftziii« wfll teirf to prevent the types dogging vrtth wax. 
Sp<M:ial attcntiM miiist afeo be given to the rollers, for much 
of the wax finds its way on to them, and a small piece of 
wax on one of the rollers will mark the whole length of the 
stencil, and may cause the wax to turn up irregularly. 

The platen and rollers should be cleaned with beniine, 
and, if necessary, roughed with emery paper to make then» 
bite better. On some machines, the use of the automatic 
line spacer causes the uneven turning up of the wax. 
In this case, the wax must be movcxl up between each line 
of typewriting by turning the knobs at the end of the platen 
by hand. 

JOB SLIPS. 

In order to stxrure system in a large ofiite the U3*e of Job 
Slips and Delivery Slips (sa^p, 24) is strongly rt^c ommendtsJ. 
Besides being extremely usi^ful for nvord, repeat, and other 
purposes, such a system obtains accuracy and individual 
responsibility among the staff. The Job Slip should bt^ 
framed to meet the needs of the ofl&ce. and a suggested form 
is appended which should be pinned on each job when it is 
given out. and finally attached to the copy m the ripcord book. 

JOB SLIP 

No. of waxi?s — . ~ 

No. of copies 

Reference No. 

Date — — 


Typtxi by 

Re^ over by«-^ 

I>U{4kated by 

Bktiked (if necasaary) by .. 
Registered and made up by 
No, of Waste Copks 



CHAPTER 11 

THE STENCIL PAPER 


THE WAX, 

The quality of the wax stencil is a most important point 
in duplicating, yet users of duplicators do not generally 
satisfy themselves that the waxes arc suitable for their 
requirements. For all rotary duplicators, the stencils arc 
now supplied complete in sets as they arc to be put into 
the typewriter. Tliesc sets consist of (a) a thin sheet of 
tissue paj)cr, which prevents the type becoming clogged with 
wax, and also gov<!Tm the impression of the type on the 
wax; (6) the wax sheet, which is made by dipping a sheet 
of tissue paper in wax; and (c) the backing sheet, which jmto- 
tfcts the wax and forms a striking surface, and gives a scale 
to guide the typist. Tht*re are now so many different types 
of duplicating machines on the market— flat and rotary — 
nearly all of which a different style of stencil paper, that 
it is necessary not only to procure the stencil paper with the 
correct fitting headpiece, Init also of the right grade and 
quality. There are many different forms of these stencil 
sheets, although in principle they are exactly the same. 
The wax is generally made in three different qualities: a thin 
quality wax for pad ** or weak-striking typewriters, a 
medium for general use. and a thick for shai^faced t 5 rpe- 
writers or hot climates. The form of the backing sheet also 
varies. A backing sheet with the scale along the top and 
down each side, and a plain black or green back, i& the best, 
f<wr the scales whkh cover some backing sheets are very 
rarely used, and certainly fog one's eyes in reading over the 
wax; moreo%*er, most typists use the scalebar on the type- 
writer for horifcmtal spacing. A photograph of a wax that 
will best suit most requirements is afqieiided. 

Whmheld upto the light, the wax 
and tf little ^ of grit, himpa. and other defects apfiear. 

4 
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fmteb ^oolite will devdop when It i$ besi% rm off* and 
and other bfemislies wffl a{^)^ on the copes. 

Wanes are subject to climatic amditioiis, and should tw 
krfd in a cool, diy |dace. 

mmmmac smtiaL pafbmi 

The stencil paper for handwriting is dift^ent from that 
used for typewrfring, althotigh the latter can be used for 
handwriting (S00 p. 01). There are generally two different 
grades of ante graphic stencil paper: one for me with a stylus 
and a file writing plate, and the other fm* use with a wheel 
pen and writing plate* On the hand stencil paper black or 
blue squares are generally printed as guide lines, but any 
form or skeleton table for any particular purpose can be 
printed on the skin by the 

THB C \RBCmiM OR CXILOtIRBD STENCIL FAFBIt 

When a ptoof copy of the stencil is required, a sheet ol 
plain paper is insi-rted underm^th the wax, and the tmfnres* 
sbn ol the type on a coloured wax will give a copy on the 
sheet. The ilhislration bekm gives a good idea of a stencil 
with a loose proof copy projecting behind the wax. 



tf coioiired waxes are nut med lor taldiig pnmtK it 
nsciasiiy to iaaert a mrbtm and a fdain itet of {Mqier 
habhid the behind the badoh^ iheeL 


CHAPTER in 

GUTTING THE STENdL 


Too much care cannot be devoted to the cutting of the 
Before the wax is used, it is desirable io see that 
there is no imperfection in it, such as a lump or a scratch* 

SILK SHEET. 

There is much difierence of opinion as to the use of a silk 
sheet underneath the wax. If the face of the type* is good, 
and the platen is not soft, there is no need for a silk sliect, 
for the omission of the silk slnjet gives a very fine cut result. 
The object of the silk slieet is to collect the wax which is 
punched out by the type*. With any typ(% the effect of the 
silk sheet is generally to make the impression heavier. With 
old or worn the silk sheet is necessary to bring out 

many of the deficiencies of the typi* which < themise would 
not cut through the wax. So, generally sfjej king, unless the 
typewriter is very old, the silk sheet is not reciuired, “ Pad 
machines frequently require a silk sheet, because the strike 
is lighter. 

CLEANUK; THE TYPE. 

Before typing each wax. it is essential to clean the type. 
Tkis is om of tho chief seofets of good sUndl cuiHng, and it is 
impossible to obtain a good stencil if the type is not clean. 
If using Mu type, ckan the type twice every wax. It it 
also advisable occasiofially to cl^n the type with petrol or 
some other grease-mttovttig spirit. 

TO msBunr wax into the rmemmoL 

U a proerf is requised, insert behind the bacldiig sheet a 
oarbra and a tmne, cr me a eoloiiml wax ($m p.9)* 

7 
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HoW tke wax at the bottom with the left hand and throw 
the feed roUm's away from the platen by moving the necessary 
kvear. K the wax will not then bite» take out the wax and 
feed in a sheet of paper, ami insert wax over the paper. 
Adjust the wax straight with the top line of the scale. 

Waxes which have to be typed longways must be inserted 
into the typewriter with the headpiece on the right. This 
will ensure that the copies wil! be readable by the operator 
when coming out of the machine. 

The ribbon must now be switched off, or taken out from 
the ribbon carrier, and the ribbon governor set at neutral. 
The typing should commence on the wax at the relative dis- 
tance from the top that it is required on the paper, hut no 
typing should appear in the top inch of the wax. The typing 
must not extend to the edge of wax, but should l>e kept 
within the marginal lines shown on the hacking sheet. The 
length of the typing must also be borne in mind, for if the 
paper is 10 in. long the typing cannot extend more than 
in., as it is impossible, with a rotary duplicator, to print 
over the entire length of a page. The extreme length of the 
typing can usually be reckoned as | in. less than the length 
of pap<T, as the capacity of a rotary duplicator will not 
permit printing m the top edge of the paper. 

TOUCH OF TYPING FOR STENCILS. 

The touch required fewr typing a stencil is somewhat 
different from ordinary work, for all the type letters do not 
cut the same on being depressed. Capitals and hgures 
should be struck firmer than the smalls, especially ** M's, 
Ws, H*s, N's while “ e*s, o’s, c*s/* and ** stops ’* must 
be struck lightly. The touch should be stacc:ato. If too 
tmvy* the letters will be punched out; and if too light, tlw; 
letter! will not be cut. Otherwise type tht copy as in 
onhuaiy typewriting, but special care must be taken to 
avoid luktaket, lor it must he remembared that every error 
sriiich k nuufe is reproduced many times, unless H is cor* 
rected, as shown in tlwj next chapter. In any case, the 
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correctioii of mors takes time, and some errors cannot be 
recti&d, in which case the typist’s time and the wax are 
wasted. No lines, other than underscoring, should be done 
on the typewriter. Wlien the typing completed, the 
stencil should be carefully read over and errors ccarected 
on the lines given on page 13. If the hacking sheet Is 
covert with scales, and the words of the stencil are obscured 
thereby, the checking can be* facilitated by placing under- 
neath the wax a carbon sheet, which should be stuck on to 
a thin cardboard. 

THE SIGNATURE. 

If a signature is required, the stencil should be* sent to the 
official with a stylus and plate; and if the signature is t<» 
be printed in a different colour, he should l)e asked not to 
sign too near Yours faithfully or any other typing near by. 

If the signature of the official or nmnager cannot be 
obtained, it can easily lx* undated by placing a facsimile 
signatme on a piece of paper underntalh the wax over a 
stylus writing plate, and carefully tracing the signature 
with a stylus or by placing the facsimile signature on the 
wax over a stylus plate, and writing over it heavily with a 
sharp-pointed stylus. This method is particularly us(*ful 
for stock or repeat work and, if done carefully, it is impossible 
to detec t the imitation, for the little shakes of the hand and 
the lack of character which would be so apparent if 
traced on to papt*r do not appear on the duplicated copiers. 
In any office where work t# done Ixaring the signatures of 
certain officials, intich time and trouble can be saved if they 
authorise the reproduction of their signatures by this means 
on repeat or other approved work. 

FORMS, TABLES, AND TABULAR WORK. 

The parodiiction of forms, tables, maps, and diagrams i§ 
usually considered outside the capabU^ks of a duplkator, 
but, with Care and a little practice, excellent results can be 
produced; and it must be remembered that in this class of 
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work an enarmons saving can be efiected over printb^ and 
iitliograi^y. Until the typist is fairly aqwicnced in 
tabular work, it is advisable to type the form on a sheet of 
ordinary paper and then insert nndemeath the wax, and ent 
the wax over the typewritten copy. 

If it is necessary to do a large number of pages of a table 
with different figures on every page, it is advisaUe to rule 
up a skeleton form and place under the wax, and type in as 
on a sheet of paper. This will scjcure uniformity in each 
page of the table, and will save much time in spacing, etc. 
If a proof is necessary, insert under the key or skeleton a 
sheet of carbon and a sheet of tissue. 

No r$tHng of lines shotdd be done on the typewriiAr. First 
type the letterpress of the form. The ruling should then 
be done with a stylus as explained below. 


RUUNG. 

Underneath the wax, place a stylus writing plate. The 
most difficult part of ruling on waxes is to obtain very thick 
or very thin lines, and a table loses much of its general 
appearance if all the lines are of one thickness. 

Thill turn are best produt'ed with a penknife, but care 
must be taken to see that the blade is not too sharp, other- 
wise strips of wax will be cut out; on the other hand, if the 
knife is too blunt it will not mark the wax sufficiently, or 
a jagged line will result. 

Lines of Medhmi Thsdenest can be produced with the 
ca’dlnary writing stylus, and they will be more ctear and 
definite if ruled over a silk ^eet. 

Thkfit Unes can mlty be produced by the following method. 
Sc^t a broad*potnted stylus, ]^ace a silk sheet over the wax 
and the stylus writing |^te underneath, and rtik over the 
tdUc sheet. The efiect of thus pladiig the wax betwem two 
idik turfscet (the plate is always covered with a sdk sheet) 
is to itmiove a& the wax abng the Hue and leave the tissue 
fitwe, and the ink percolates through the smaH hdks and 
ipiwMhi evwdy on the papa^. More definite broad Hues can 
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be firodQced by gnnding an ordiaaiy sstyto to tim sliapa 
shown bdow, md using it over a silk shed. 


Dotted Ltnat. Dotted lines are often requir«*d in form 
work as guide lines for filling up the form. For this pur- 
pose it is necessary to procure from the makm of the 
duplicator a fine dotted wheel pen similar to the one 
depkted in the dhistration. 


Parforntioci Ltnet. If a part of a letter or form has to be 
detached* a local printer would perforate the line for a 
nominal charge. If only a small number are to be done, 
they can be perforated mth the dotting wheel pen as 
described above* 

Music Lines. A special stylus ami plate can l>c .supplied 
for reproducing these lines. 

MAPS* DIAGRAMS, GRAPHS, SKETCHES, ETC. 

The production of maps and diagrams on wax may appear 
to be a very diUcult task, yet excellent plans, etc., can be 
reproduced if the opmtor has any skill at drawing. The 
drawii^ should be done on an autographic wax over a steel 
plate as described on page 60. It can. however, be done 
on an mitnary typewriting wax over a stylus writing plate, 
but incnre ejqrerknce is required for this method, althougb 
for some kti^ of drawings better results can be obtained. 
A thin pad of blottJnf -paper must be used to protect the 
wax turn the heat of the hand. Unless the eperator is very 
eiq^Mrkiiced, iim map or diagpram should first be drawn on 
a hard surhee paper and {daced underneath wax for 
tiidng on to the wax. (If wing an autqgnqdiie wax* 
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otMam totmcikmi on p. 00.) The p^t of tfe i^jflns is 
imy important and, if necessary, it abonid be gro^md oii an 
mbtmie to the d^cc of sharpness mqpked. It mm. imt 
tear out the wax* If thick lines, or hm& of vary even thick, 
ness, are required, the silk slK5et shouki be placed over the 
wax with the stylus plate underneath. This, of course, 
makes it more difficult to see the copy, but the final result 
of lines thus drawn amply repays any extra trouble. In 
maps and drawings, it is often better to type in names, etc., 
afta* the outline is traced, but great care must be taken to 
avoid creasing or spoiling the wax in the typewriter. 

CroMkhahrhing is best done with a slightly blunt penknife, 
and care must be taken to keep the lines parallel. 

CARDS FOR CARD INDEXES, ETC. 

Fm* card indexes, etc., it is often necessary to print matter 
almost on the fop or bottom edge of the card. With a jfiat 
duplicator this is very easy; but a great difficulty arises 
when using a rotary duplicator, for, as explained on page 8, 
if is impossible to print inside the top half-inch. This diffi- 
culty may be surmounted by duplicating upside down or 
fxlgeways. 

By using large cards and typing the print sc»veral times 
on a wax, large quantifiers of cards of all kinds can soon be 
fH-oduced. By running off, say, eight at a time and then 
cutting the cards by hand or by a guillotine (see p. 40). a 
great economy is eficctcd, and several thousand cards can 
be printed from the one stencil. 
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CtORR&ClIDIG THE WSWtCVU 

The best typbts make errvm, but, unlike errors on paper, 
stencil errors cannot be rubbed out, and should not be 
stamped over. An expert knowledge of correcting a wax is 
extremely useful: for it not only saves time, but also 
materials. It is proposed to give all the pebble methods 
of correcting or doctoring a wax, but the only reliable and 
eflfectivc way of corrixiing a inis-s|>elt word is by grafting 
— a process whkh is not practised to the extent it irraitA. 

STABiPIl^ OVER. 

For good work, stamping over is iimdmissibie, except in 
certain cases where (he haters more or l(*ss coincide (tf.g., 
o ** over c.'" ** 1 " over i,** etc.). A stamping over can 
frequently he touched up by painting a little correcting 
varnish over the superfluous part of the stamping. 

SMOOTHING DOWN WAX. 

If a word has been mis-spelt or wrongly written, the wax 
can be iiibbcd with the fingcrr nail or with any hard smooth 
surface* such as the end of a penknife, in order to fill the 
perforations up, and the correct word can then be re*t 3 q>ed. 
This method is not recommended for good work, as the 
faking usually shows a little, but it is often useful when 
pressed to time. 

OSHiG A CCXtRECnii^ VARNISEL 

(Sm “ Varnishes/* p. 2S.) 

If the wax is in the typewriter, the tissue over the enw 
should be removed by damping the finger; a tfiin coat of tfie 

|3 
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correcting vamisli is then painted on to Mi in tlbe poiora* 
timti and, wben quite dry, the correct iword is typed over. 
I( this Is done whSe the wax is in the machine, the varnish 
generally runs through the periorations to the backttig sheet, 
unless the wax Is previously smoothed down as above. Many 
typists fini^ typh^ the wax, and then remove it from the 
machine to varnish over entars (which should be d<me vrith 
the wax raised from the backing sheet), and then re-insert 
and type in. A better method of filling up the perforations 
of a wrongly-typed word i$ by using a special ccHxecting 
fiuid consisting of dissolved wax in an instantaneous drying 
spirit. When applied with a brush over the error, a coloured 
wax deposit is left after the spirit has evaporated. The wax 
fills up the perforations and the correct word may be typed 
in, generally with satisfactory results. 

This method is also not recommended for high-class work, 
as the impression of the corrected word is usually slightly 
difierent from the rest of the typing, and the corrected word 
may stand out. 


GRAFTING. 

This method of correcting errors is not used to the extent 
it should be. Most operators are content to stamp ovtn 
mis-spelt words, or first coat with some varnish and then 
type OVIST, In the case of words left out, they arc generally 
between the lines with a caret. These methods are 
nearly alwu)^ unsuccessful, for the effect is apparent on each 
copy; and again it must be remembered that while the stamp- 
ing-over of a letto* may sometimes be permitted in a single 
letter, the same error is perpetuated in dupheated work. 
If grafting is carefully done, it is impossible to detect the 
corrected parts on the cc^ies. On page 17 is a photograi^ 
Of a wax with a large number of grafts, and 18 cmi- 
tatas a photo of m copy taken freun the same stendL As the 
wax h bemg read over, a Issl of the arrors should be made, 
and then all the necessmy grafts cut on one piece df waste 
wax, A previmtsfy ipoilt wax can he used tor purpose 
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many tim«s over H the grate are aSivay« ait at the bottom 
of wax, ihtis using the wax upwards. The tissue sheet 
should be used each time, otherwise the iiiifneiision of the 
graft will diter from the rest of the typing. 

Hie incorrect word should be cut out with a shaip knife* 
and the edge of the knife should just clear tlw edge of the 
type, for the size* of the opening sliould exceed that of the 
If the opening is cni t«>o small, |mrts of the letters 
of the graft will not come out in the copies. As a gtmeral 
rule, the graft sliould overlap the cut *011 pk*ce as much as 
possible, for then there is more wax to hold the graft. 
To secure this, it is generally advisable, when the incorrect 
word is near the beginning or end of a line, to graft also the 
one or two wenrds preceding or following the error, litis will 
enable the graft to Ix! taken well out into the margin, and 
a larger holding or sticking surface is obtained. 

To !^ck on the graft, the edge 4 )f the openii^g: on the wax 
should be lightly painted with the varnish which is used for 
general correcting work, and the graft immediately placed 
on, special care being taktm that it is in alignment with the 
rest of the typing, and also that none of the varnish creeps 
underneath. In any case, the w^ax slumld afterwards be 
raised from the backing sheet to prevent the graft adhering, 
whkh may cause the wax to be tom when placed on the 
machine. It is advisable to allow the varnish almost to 
dry before al&ixing the graft. Tlien the edge of the graft 
should be pamte<i round w^ith varnish to close up any possible 
place through which the ink may creep. 

Grafting on single clkk typing requin*» a little more skill, 
for there is obvioudy very little ^pace for sticking on the 
graft; and if the graft is cut too small it will not cover the 
openii^, and if too huge it win overlap the ktter* of the 
line above or bdow. If there are two or three mistakes 
in the same paiagraf]^ on single-space tyi^> it is often 
expedient to graft the whole paragraph, singk letters can, 
with great skill* be grafted* but a word is usually the 
minitiium that shoukt be attempted. 
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extant to whkh grafting can be done will be seen 
from tbm pbotqgmph of a wax on which a large ntimber of 
grafts have been made, as not only individual words but 
whole lines and paragraphs are grafted in. Attention should 
idm be paid to the strengthening pieces of wax which arc 
stuck on where there is not much hold and where the graft 
might dip. 
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CHAPTER V 

RUNNING OFF TBE STENCIL 

ROTARY MACHINES 

Befoee placing the stencil on the machine, see if there We 
any large grafts, in which case H must not be stretched too 
tightly; or if the tyfnng runs within half an inch of the edge 
of the wax, in which case it will be necessary to set the 
stencil over on the machine, so that the marginal typing 
covers the linen ink pad. Also see whether the stencil is 
signed, and affix the signature pad as described on page 35. 
See that the signature has been properly cut; if not. it is 
advisable to go over the deft'ctive strokes with a stylus before 
placing on the machine. 

LENGTHENING OR SHORTENING STENCIL. 

If the typing has been placed in the wrong position on 
the stencil and the oircrator considers that the head-space 
pointer cannot be moved sufficiently far to put the prmting 
in the right place on tlie copies, the wax will have to be 
lengthened or shortened. With machines whkh use a 
head clip and no slots, this is done by sticking a piece of 
paper on the headpiece and folding over, thus lengthening 
the wax as much as is desired. The shtrrtcning k done by 
cutting off a piece of the headpiece and folding over. With 
slotted headpiece stencils, the wax must be cut aerms just 
betow the headpiece and the wax lapped over to shorten, 
or an extra piece inserted to lengthen. This simple process 
is often necessary, and saves returning a stencil fw re-typing. 

AFFIXING STENCIL. 

Ttie machine most then be cleaned udiere tweesaary, and 
the drum themid be painted udtb ink (except in the caM 
of the Gestetner), a 2i in. or 3 in. ffid etamd brfigb beif^ 
beet wHed for tUs purpose. This painHng must be done 
for every stesKaL Then remove the prcrtecHi^ tiseoe from 
the stendL See that the pressure k switched oft Lock 
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cjiinder by gear lock. Take the bottom of the wax with 
one hand, and with the other fix the headclip or adjust the 
headpiece into the slots or holes. Tlien with both hands 
stretch the wax over the drum; the stretching is essential, 
for if the wax is not tightly fixed, a rack will appear at the 
head and the top line of the wax will generally rack up 
and crack across. The*n tear off the backing sheet, but not 
along the perforation tines as directed on the wax. It is far 
better to fold the hacking sh<xt back to J in. above the top 
line of typing and tear off along that fold. It will be found 
that most troubles develop on the top part of the wax, the 
reason l)eing that there is more wear on the part of the wax 
which takes the initial engagement of the roller with the 
drum. If the wax has not l)een t^'pcd in relatively the right 
position, it may Ih» nei'essary, by means of the headspace 
pointer, to move the position at which the roller engages 
on the headpiece (which is supposed to take the initial 
pressure) to a part of the wax, and in this case trouble will 
arise. It running off a full page of matter it may be necessary 
to print almost at the top and Ixjttom of the paper. It is 
then often l>eltcr to tear off the backing sheet along the per- 
fiiration line, and then stick a thin piece of paper over the 
head to J in. above the lop line of t>T>ing, This will ensure 
more constant registration and prevent the top line blurring 
or cracking. 

C^VELCHPniG. 

In waxes whkh are ty|X'd without a silk sheet, better 
results are obtainable if the wax is tightly brushed over with 
developing fluid. The effect of the dex'eloping fluid is to 
intensify the impression, and experience proves that excel- 
lent results are obtained by not using a silk sheet, and 
lightly using the devek^, A rather large camel hak brush 
skmld beused few this imipose, aKo. 8 site being most suitaUe. 

mmMML mmmm m tm MAamiB. 

Then tee that the headspace pmnter ts not below the teqp 
hue of tyi^» for H would cause the initml oigageineiit erf 
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the roUcar and drum to fail on the typing, and mighi crack 
or blur the line. // any “ a*s ** or ** c*s ” k 0 m fmmimi 
out of the sioncU, ikoy mmi be fitted tn. For this purpose, 
take a spoiH wax and type the ** o very heavily, thus 
punching it out on to the backing sheet. Then pkk hc4d 
of the centres with a pin and carefully fill up the hoks on 
the stencil. Most of the required punched-out centres can 
generally be recovered from the backing sheet of the stencil. 
Then “ pull ” about tliret* test copw's, adjusting the ntarginal 
stops and headspace indicator according to the requirements 
of the job. Touch up with the varnisli any spots, cracks, 
or other defects, and re«develop any capitals or cither letters 
which are faint. If sufficient ink lias not Ix'fm used, and the 
copies are faint at any jiarticular place, jmint a little ink on 
the inside of the cylindc*!* at the place, or raise* the stencil 
and paint outside of the drum. Look at the bottom of the 
wax to see if there are any defects, for these. Wing below 
the length of the page, would not come out on the copy, but 
would come out on the l>ack; the r<*ason for this bt*tng that 
this part of the wax engagers with the roller, which, in turn, 
prints the? defect on the back of the next copy. Do not 
attempt to insert on the plate too much pajxi*. A pile about 
three-quarters of an inch high is about the maximum. The 
paper should always be separat<*d, esp^^cially if relief stamped 
or printed, by dipping the top edgi^s apart by bending over, 
or by running the thumb across them: this is necessary to 
prevent the sheets slightly sticking tiigdher which inter- 
feres with the proper feeding. The paper must then be 
inserted tightly between the stops. Prix^ixxl to ft?ed paper 
and run otf according to the instructions given with the 
machine, taking note of the number on the cyclometer. 
It is a fallacy to suppose that the duplk'ation of the cqpies 
then resolves itself into turning the handle. It i» often 
poMble, of course, to run oft 500 copies without any 
** troupes/* but experience will prove tl^, generally, the 
stencil requires some doctortng or the machhie needs some 
uttmtmL Watch the wc»“k carefully and rectify any defects 
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iFtikh may develop* and do not — unless the quality of the 
work is absohitely immaterial— allow cracks and bbts to 
pm tinrect^ied. Any large cracks which occur should be 
painted with the varnish and a small piece of wax or paper 
placed over. It is often necessary to varnish between words 
m fetters, and a iSne brusli and good thin varnish are required. 

THE WK SUPPiY. 

Watch carefully the inking of the copies, and guard against 
a small piece of paper which may be mixed up with your 
supply, getting on to the wax and covering a portion of the 
typing* If using a different colour of ink for the signature, 
etc,, see that it is inking properly, and lift up the wax and 
relink when required. If the linen pad over the drum is 
not very new, it may be that the copies will get rather faint 
after about 300 have been run off, and the operator will fail 
to get ink from the reservoir or other inking arrangement 
to percolate through. The only thing left is to lift up the 
wax and re-ink with a biiish. If it is a long stencil with 
ruling and grafts, this operation must be done with great care. 

Tki numlwr of oapm which can be oMained from one 
stencil varies with the quality of the wax, the amount of 
typing, the surface of the paper used, the temperature, the 

truOi ** of the machine, and the skill of the operatcMr. 
With an ordinary foobcap page circular on glaxed paper. 
3,000 to 4,000 copies can be obtained; but. with an absen-bent 
paper, the avejrage number of good cc^ies of a full page of 
typing which can be obtained is about 2,000, whilst 3,000 
of, say. a 16-20 line circular can be done. Of coarse, if the 
machine is raced, and the paper feeds through crumpled 
aiu} tl^ itoKril is genmlly not taken care of. the stencil 
may be usefesa after the hundredth copy. 

xmm GLhnm fjmsL 

Wsm using a ghaed surface paper, the copies must be tm 
inloa bbtthig book. The went must be frequently examimsd, 
for otheradse mny boofei may be 6lfed with copkm u^kh 
art ttiitoi. Unfewi the weak h required immidiattly, these 
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books shcnilct be left some time to dry, usually mboHt four 
hours, but varyii^ according to the drying powers of the 
ink and the absorbent quality of the leaves of the blotting 
book. If the work is not UNjuired urgently, it is not advis- 
able to use a very absorlxmt blotting book, for nmch of the 
ink is then removed, and the impression obtained is very 
weak. Drying bo<iks of thin strawlM>ard are now made, 
in which copies take some time to dry, but the r<*sult is 
much superior. Post cards, cards, envel<]>p«*s, small slieets. 
etc., cannot be automatically Uni, and will have to be fed 
by hand. 

PERFECT REGISTRATION. 

If the work is skeleton form or letter work, paits of which 
have subsc'quently to matc hcxl in by a typist in duplicate, 
the copies must l>e in perfect registration (i.tf,, the posi- 
tion of the print must Ik* in al>solutely thc^ same place on 
each copy), and the marhine will have to l>e set for hancl- 
fet'ding. Automatic- s<*H-ft‘i*ding riTtary duplicators do 
not print in perfect registration and. even when sc»t for hand- 
feeding, they are not alisohitcdy correct, but are gcmcTally 
sufficiently acc urate for most work. ITie flat duplicator w^ill 
have to l>e usc'd if all the <c»pic'S are rc^quired almdutely in 
pc'-dect registration (e.g., rtverprints in a different colour of 
maps, diagrams. 

When the copies have run off, remove the stencil. 
If it is left on the machine , it may adh<*rc to the linen and 
clog it. 

(S<« also Notes <m page 43, and Spec ial Notes comretning 
the machine used.} 

RETAINING STENCILS. 

It will, no doubt, surprise many to learn that stenctb 
can be preserved and used several times, even alter some 
ymrs have elapsed. All that is required is a few lifts (t.#., 
twelve double sheets) of btotting paper. Take, say, four 
lifts of Uiottuig paper and place one inside the other, making 
a book. On the c^||tstde, place a sheet of Ihowii paper and 
t-inm 
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sew with striag down the back, like a section ot a book. 
The fleets should then be numbered consecutively on every 
other page. For convenience, the outside of the book can 
be lettered A. When a wax is taken from the machine 
it is placed in the book, and the reference number of the 
wax will be Al, A2, and so on. If the work is being done 
by a bramii which works for all departments of the office, 
one copy of the job should be placed in a file cover and 
numbered in the comer A1 500 copies. A delivery slip 
shoidd then be pinned on the job in a similar form to this — 

Mr 


- . . . . Dc^parlmcnt 

- Copies 

If further copies of this print are required, it is 
nei'trssary to quote 

Date _I9. . 

H.EASE RETAIN THIS SLll* AT THE BOTTOM OF THIS 
SUFFLY. 

If, after a lapse of several months, a further supply of this 
print is required, ilie trouble of cutting a ntw wax, reading 
over, etc,, will l>e saved; and a further sujrply can be pro* 
duced in a few minutes by turning out Al, A2, or whatever 
the reference number is. The necessity for duplicating 
surplus copies to meet unfirreseea needs is thus obviated, and 
a very large economy in paper is thereby seemed. This 
of retaining and n^istering waxes is strongly rccom* 
maided to offices u4iare repeat orders are freqrKmtly given, 
and, crude as the method of keeping the waxes may seem, 
it «5 very suitable and convenimt, and a more elaborate 
meUmd could not be umre efifn^ive: a large number of 
atancib can thus be retaiiuNi m a mudiinim of i^paee, ami 
oui be lelemd ip with the great<st ease. 

See also Job Slips« page S. 
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INICS. 

The ink h the mc^t expensKr item in the upkeep of a 
duplicator, but it is inadvisable to economise by using a 
cheap make. It is customary to use the ink supplk^ by 
the maker of the machine, but there are one or two manu* 
facturers who make excellent ink suitable for any make of 
machine. Most users of fiuplkators me a purple ink, and 
for general circularising this is most suitable; and with a 
black signature, and the name, address, etc., matched in, 
an excellent imitation of a personal letter is olitained. If 
required for matching work, the ink whk h is being used on 
the duplicator should match the ribbon in the typewriter, 
for insertions must not be too apparent. otherwiM* the per- 
sonal character of the letter is lost. The maker of the 
duplicator will prolmhly Ik* able to supply a ribbon to match 
the ink. In any ras<% when matching in, it is generally 
necf?ssary to type v<»ry lightly. 

There are two disttm t kinds of inks ux^rl -ore with an oil 
l>asts, and the other with wnti i and glycirine, or suhAtitute, 
Oil ink is always used with a flat duplicator, with the 
Gestetner, and sometimes with Ellams* Rotary; while 
Roneo's use a wratcir ink. It is, of cinirse, impraetkabk to 
change these inks, ah hough Ellams supply eithr^r an oil or 
a water ink few their rotary. For varied work, the water 
ink possesses advantages over oil. In the first place, the 
water inks getwaraWy dry more rapidly and without a hab 
of oU round the letters. A very opaque paper is conseq^tently 
required lor duplkatkig on both sides with an oil ink; but oil 
inks have been considerably improved recently and tlnr halo 
does not iq^ar in many of the better qualttia^. In the 
second place, a water ink is better if using a hard surface 

2$ 
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paper, (or the oil inks will not dry on this paper. In the 
third place, it is impossible to smudge water ink copies, 
wh^eas some oil inks will smudge even after two or three 
years; and lastly a larger number of copies can generally be 
obtained from a wax when using water ink. The main 
advantages that oil inks p<)ss<*i*s aie that a deeper blaik can 
generally b* obtained than with the water ink, as the former 
is similar to printers" ink — carbrm and oil; whereas the latter 
is always a *' chemk “ black; oil ink d(H"S not “ dry on the 
inachine, whk h makes the machine always ready for service; 
and a sharper impression is obtained. 

In a large ofhce it is advisable to have some machines 
black and some purple, and, if necessary, sonic of other 
colours. For (Hxasional two or more colour work, a few 
bottles of the coloured signature inks will suffice, and the 
different colour can Ih' prwluced as shown on page 35. 

TO REMOVE INK STAINS FROM THE FIIWJERS, Etc. 

The puiple duplicator water inks jire geniTalJy made from 
an aniline, and the? stains are very difficult to remove from 
the hngeis, Clmnine, or other ink removtr which is made 
by the maker of the machine, is the iKst means removing 
the ink. If aiiy of the violH ink gets the clothing, take 
a clean pure of rag, dip in Cleaninc, and rub till most of the 
stain has disappt'ared. Then rub with soap and water, and 
the stain will be mostly removed; and if the clothing is made 
of a washable fabric, the stain will probably totally dis* 
appear at the laundry. Chmim is not nect^sary with black 
or with most of the oil inks, as can be removed with 
soap and water. This ink remover is sometimes made up 
in the form of a paste, but it is not so economical in use, 
and cannot be used for clothing so successfully as the 
)h|uki. 

VAIWI^S. 

Thane are^ on the market, many makes of vami^ for use 
with waxes, and it is usual to xm the make suf^^ied by 
the maker of the machine; but it nwf be potntM out that 
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Cheap vami&h is false ecoiioniy. The cheap riuikes simply 
consist of a spirit v^amish— usually sht llac and pjTft^Rim dis- 
solved in methylated spirit. Tluy an* consequently rather 
slow in drying, and before the twitth* is lialf used they lose 
their spirit and IxTome veiy sj^rupy and usidt^ss. llie l)etter 
qualities contain an instantanc*<»us drying spirit'— frequently 
methyl ether — and are very quirk diying, and if kept pro- 
jKi ly corked can be* used down to the last drop in the Uittle, 
But care must always Ik* taken to ktrp the bottle well corked, 
otherwise much of th(* spirit is lost, and the mixture becomes 
very thick and slow in diying, A varnisli which dries hard 
quickly, saves quite a considerable time in use. for if it is 
necessary to wait several minutes for every obliteration to 
dry when running off, the total time lost pc*i Ixitth* is con* 
siderable; and if the machine is turned IkToic the* varnish 
is dry, the paper will stick to the wax. and a large piece of 
wax may be pulled out. 

It is also advisable to have a slightly tinted varnish, for 
ft enables the opcrattir to how much varnish is Ix ing 
used and whHhcr the ciaik or graft is sufficiently rovned. 
AnothfT imjMirtant ^Kont m varnishis is the metlunl of 
bottling. Varnish is best put up in oun< e l3#ttles. with a 
very small brusli, reaching to the Ixittom of the lK>ttle, fitted 
into the cca'k. If the cork is t<K) small, it will Irreak, 
and, if tcxi large, it allows of the more rapid evaporation 
of the spirit. 

Several makers supply various kinds of varnishes foi 
different purposes. One is calked a protecting varnisli. 
another an erasing varnish, another a correcting varnish, 
and another a correcting fluid. For practical work, these 
grades are unnecessary, for if the best is used it will answci 
all purposes; but the use of a conrecting fluid or “ FifJ-wax ** 
comustii^ of dissolved wax in a spirit, for correcting a wrong 
word without grafting, gives better results for this purpose 
than the usual varnish. In a large oflke there is always a 
certain amount of waste when the operator has failed 
to keep the botth* properly corked): this should ned be thrown 
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ttway. It can either be used as a protecting varnish ot, 
bettor ftill, poured into a kige bottle and methyl ether 
added, when it is fit for use again; or it can be mixed with 
the varnish in a new bottle. 

PAPER. 

The imprtmion paper ior duplicators is very important; 
and, unless style is immaterial, the commonpkee blotting- 
paper variety should be dispensed with. A paper which is 
very absorbent gives a blurry impression, takes a large 
amount of ink, and renders the wax so fiuiiy that only a 
limited number of copies can be pulled. On the other hand, 
a thick, hard surface paper is sometimes difbcult to work, 
it has to be run into blotting books, it takes some time to 
dry, and the books have to be emptied. It gives, however, 
a sharp impression, and admits of the maximum number 
of copies being obtained from the wax. For general work, a 
paper which is slightly absorbent but sufficiently so to enable 
the copies to dry within ten minutes and prevent much off- 
set on the back, is the nw)st useful. In a large office it will 
be found expedient to stock several qualities of paper. 
When circukrs are repeatedly being done for various ffiins 
or departments, the style of the work will be considerably 
improved if a stock of headed paper is kept. Other styles, 
sixes, thicknesses, and qualities suitable for the particular 
office should be stocked. The sixes should, howeva*, be 
standardised, so that the follow-on sheets of a headed paper 
will be the same sue. The following are good standard 
skes: 16 x IS for brief; IS x 6 for foolscap; 10 X S for 
qiuaito; 8x5 for octavo. All paper for dupi^ing should 
be weB-trimnwd, as uneven applies give rise to ttmdi trouble 
in the fmehinea. Ihhnted headings give less troutde in 
feeding than dkNNamped headfegs. Cofeured paper lor 
emdm sli^, ipedal notices, lorms, etc., is ollen dcsirahle. 

There ia a distinct mvmkm cm the part df mmy operators 
to uatag ^ uvlorleavtiig bloltti^ device on the dupficator. 
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and consequently the scope and style of the mnk liave to 
be limited by using only an ateorbent paper, Foriim» etc,* 
which have subsequently to be hlled in with ink* can 
generally be done on the duplicator if they are run ofl[ on 
a writing paper. 

BRUSHES. 

F<m painting the drum on Honeo, £llanis» etc.* a Sat 3 in. 

enamel brush is required* and one such brusli should be in 
the outfit of each machine. 

For the devdbping fluid, a No. S artistes paint brush is 
best, for when it is necessary to devebp the whole stencil 
much time is lost by using a small brush* anti the wax is 
also liable to be scratched by the end of the holdit. 

For varnish, a small brush is required to enable the oper- 
ator to do slight touchings up, and very large obliterations 
should be rare. 

For deanlng the type of wax, etc., an ordinary typewriter 
cleaning brush is quite effective. 

The size of the brushes for use with signature ink is not 
important; a No, 5 is the usual siae supplied. 

DEVBWPING FLUID. 

The quality of the developing fluid is not of great impor*^ 
tance* but various makes difler in solvent projxrties; and 
a the material supplied is found to be strong in its eftects, 
it should, of course, be used very lightly and sparingly. 
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BOOK AND PAMPHLET WOBK 

More can l>c accomplished on the duplicator in book and 
pamphlet work than most opc*rators imagine. It is possible 
to produce, my, 200 copies of a 60-page book at a cost of 
one*eight to one-quarter of what a printer would charge, 
and, if the whole thing is carefully planned, the result would 
aj^roximate in quality to the work of the printer. Take, 
for example, a fo€»ls<ap 6-j>age pamphlet. For binding pur- 
poses, this is best done on brief-size paper. Take two sheets 
of brief pajxrr together and fold over to foolscap size. With 
three stitches down the middle, it is in the form of a 
pamphlet. Now number the pages, and separate the two 
sheets. If the eight waxes are then run off on the pages 
as numbered, imd the two slu-ets stitched up, an 8-page 
pamphlet in exactly the same form as a pt inter would pro- 
duce it is given, and not as most operators w^tmld turn it 
out — eight sheets with a paper fastener in the corner ! t I 
When a job runs into 60-“100 pages, the use of double paper 
is not recommended, for the job would then have to be? run 
ofl into sections of double paper and bound like a book. 
For bookwork, single sheets of paper printed on both sides 
are more convenient if the job is large. Before starting a 
bot>k job, the operator should make out a little key as follows — 

1. The tyjMiig of every wax to commence at 10 on the 
down scale and extend to 75. 

2. Odd number pages to start at 10 on the cross scale and 
go to the black line. 

S. JSven number pages to start at 0 on the cross scale and 
extend to 05. 

It wiB be seen that this key b necessary not only to secure 
uniformity in the pages, but to allow a margin on Ibe left 
f<ir btnding. Each page should be numbered as it is typed. 
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Instructions must then In given to the runner*o0 

L The top line of every page to lx* I in. from top, 

2. The left side of the typing tt> l>e 1 in from the t*tige 
of the paper on odd immlier and | in. on even mimWr 

l^es. 

These arrangements will obviate the two opt*n friges «if the 
book appearing <Kld or l>c*ing *>f different sizts: Iht* type 
matter on a page of a txK)k. wiien printtxi, is always exactly 
the same size; so it should lx* with duplicated Ixxiks. 

The stencils are then run off on lM>th sides of the paper, 
and, of course, the copies should Ix' interh-av^ed to prevent 
off-set , 

Much attention should be given to the cover and title page. 
The typist should display the title, etc., m the iaig(*st t^*pe 
available*, and one or two mied hnc*s have nuu h eff<*< t in 
setting off the wwk. 

Generally speaking, the siime wax will do for the title page 
as for the cover. For the covers. j>ajx‘r of the most suitable 
quality and colour should lx* used — large enmigh to go round 
the page. Tlius a lover for a 60-page hnilsiap (13 X 8) job 
should Ik* 13 X !6J. Hie siuxqs must then lx* spieatl out, 
carefully colIat<?<l, placed into the rover, and stitched with 
three or four stitches down the left side with a wire stitchei, 
as shown on pp. 41-2. 

If the job consists of twenty or more slieHs, a dcmble f<ikl 
must be made at the back of the cover to allows for the thick- 
ness of the book — thus giving a flat back. Tlie work can he 
furthcfr improved if the edgt^ are trimmed in the guillotine 
(scr p. 40) and a strip of leather or cloth is glued down the back. 

PRnrroiG on both sides of paper. 

For economy in paper, for convenience in handling, and 
f<jr bookwork, it is necessary to print on both sides of the 
paper. Unless an extremely absorbent paper ts UM.d, both 
sides ol the sheet have to be interleaved to prevent the off- 
set whkh woi^ spoil the work. Many operators obfect to 
printing on both sides of the paper becimse of the rxfim 
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D««r Sir, 

The bufllneas of thl» cocpany i» now establlthed on * 
fin bMli, and thl«, I have no httUatlon In eaytng, baa 
been achieved by the untiring efforta of lu various aginte 
throui>>out the country. It la no easy astter to build up, 
fro* the veriest beginnings, a concern such as ours, to place 
it in the aecure position which it occupies to«4ay, and to 
Mbe it practically a household vord in the honee of the 
people of England* Yet such has been effected viihin the 
short space of fifteen years, for aa you are well aware, It 
la only fifteen yeara ago that the Company coasBenced trading, 
occupying, in the ftrat Inatance, a aoall ahop In thlte 
Street, Moorflelda. Eattera have undoubtedly changed since 
those days, and thi servants of the Company, from the high* 
eat to thf lowest, are to be congratulated upon the success 
which has been attained. 

ft is, however, well to reweabtr that In businest there 
can be no etsndini still. Sn individual coapany or film 
«iist so forward or fall behind in the race, and it has 

accordingly ever bten tht policy of the Company to Introduce 
net fOhtnrts into the business as tins and clrcmastsnces 
setned propdtlous. fies years ago^ the system of 

poet ordere was larfily extended* and the company tmdertoolt 



to pm 9 emrrtmgfi w All w^rm of lO*. omr to ony port of 
tht ftrltioto Xolo*. I hov^ oii^tn Won Oooottnf «*riou« oon* 
tioorotioi^ to cortAln projoctu ohieh hov^ Won oloM^rlnf In oy 
«lnd for •om tti» poot, iw»d» though i Ww to » iroat otWnI 
MuSe up wy «ln«S In rt lotion thoroto, | 0«iiir« to conauU IW 
poroono oho. If the probleawi Wcone cryetAllle<*^ lntt> tc.n$lhl# 
•choMo, will hare the carrying out of then, Wfore my «eftn* 
Ite etepo ore toWn. X ehall, therefore, be gloO If you will 
•0 erroniqe your buelmee engApenente during next eeek as to 
Allow of your coning up to town on VedneodAy, the JUh t net Ant. 
Or thAt dAj X propoee to »eet, et the Comion 3tre<ft Hotel, aa 
AA ny of the CoeipAny** repreeentetleee •§ cAn poeettly |^t to 
tonlon. And to diecuee with then eeverel mittere Werlng on 
the future policy of the Conpany. In pArticuler ! ehAll 
•ubnlt to them the following <|ueetlon«! ia) Do you think It 
deelrmble for the Conpany to eetoblieh. In the lArgt toerne of 
the Drltieh lelee, refreehment roooe the ntceccar/ edjurete 
thereto! {b) le it practicable for the Coopany to undertake 
the function* of a caterer on a large ocalet <c) What do you 
•uggeet in the way of extend ins the trade of the Coopanyt 

The queetlon propounded under (bl la In reality yeraMUie 
to the matter dealt with under (a) nlihough Ite scope «u«t 
neceaearlly be wider. Xn regard to <c) I ar* pen recelwe 
any pracilcabU augfeAtlon fro* the Co»pAny*a arenta, und t 
hop* that In tin aailtltude of counsel lore there will W wlodom, 
whlch» aWn applied to the concerne of the Coapany, win result 
In an appreciable increaoe In bualnesa, with corresponding 
benefit all round. 

X an. 

Dear tir, 

Toure faitimilly, 
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labour involved in running into blotting books and the 
emptying of them. Against this, however, must be set the 
time taken in collating the sheets and stitching together; 
and the saving of paper alone would compensate for the 
extra labour. 

A 2*page foolscap circular <an Iki* printed with one stencil 
if a brief or policy duplicator is in the office. This is done 
by typing both pagers of the circular on the wax, side by 
sitle. (ScH^ pp. 32 and 33.) 

if a thousand copies of this circular were required, 500 
would be run off as above. Tlien th«* copies would be turned 
over and another 500 from the same stencil run off on the 
back, page 2. of course, coming on the back of page 1 in the 
second opc*ration. If the paper is headed, it will be 
necessary to have the heading both sides. 

If the sheets are then cut down the middle, a foolscap 
circular printed on bedh sidt's has been produced with only 
one running of 1 ,000 copies. Tlie saving here is the running 
of 1,000 copies, and the emptying of them from blotting 
iHXjks; in other words, the labour is halved. 

With a foolscap ma<'hine, a 2-j>age circular on pmper 
8 X 6J could l>e similarly managed; while a 2-page note sine 
{i.c.. 8 X 5) would hi* mn off on quarto paper 10 X 8, the 
wax being typed longways. 

Octmo-ktier size can ccmveniently be done on a foolscap 
machine by typing the circular twice (or two different 
circulars) on the wax and running off on paper 9 x 74, 
width aiiims the wax to bt typed the ordinary way up and gives 
a circular on paper 7J x 44 . If only a small number of one 
circular of this sisBe is requirtxl, it may be typed on the right 
side of the wax, half the number run off on the right -han<l 
side of the paper, and then turruHl and run off on the other 
half — ^which obviates typing twice. 

PSOnriNG SEVERAL COPIES AT OIKX. 

When printing small sheets of papor or cards, a real 
ecnaoiny can be effected |»iittif^ two or more copks at 
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once on a larger slieet. Thns. if an octavo or note size job 
is to be produced, it should l>e typeri twice (longwa>'s of the 
wax) and run ofi on quarto, which, when cut into two. gives 
t>ctavo. Similarly, if small slips are requincl. the copy h 
typed eight or more tim<*s on the wax and cut up afterwards* 
In this class of work a test copy should tw fokJtxi before 
running off to ensure that the blade can tut at th<' propt*r 
place, and the machine, when set, must W kept at the same 
registration. 

PRINTING IN VARIOUS COLOURS. 

Signatures, headings, and special words can be printed in 
a different colour simultaneously with the rest of the copy. 
This is done by placing a small pad saturated with the colour 
ink underneath the part to \ye ** picked out.’* Place the wax 
cm the table s<» tlut it can be rea<l, and lay the pad < 1 
Japanese paper over the part rexjuired and apply the coloured 
mk till the pad is saturatixl. Tliis pad usually consists of 
four pic*<(s of Jajjanest* paper stuck together at one end. 
The pads are generally supplied much larger than required, 
and slujukl Im' cut just a little larger than the signature c»r 
requircfl pi<(e. 'fhen cover it with a pnUiN'tor— ^ thin 
piece of oil-papii, which must lx* larger than tlu* jjad-^and 
place the stencil on the machine in the usual way. Care 
must be taken to prevent the pad from covering any of the 
surrounding t 5 q>ewriting; and for words and headings it will 
have to lie cut to six**, which should he as large as the sur- 
rounding typing will p<*rmit. Tlie pad is re- inked by raising 
the stencil at the top or bottom and re-jiainting the pad. 
which, of course, should rest on the drum when the stencil 
is raised. Better results can be obtained, and a great 
economy can be effected by using two thicknesses of ordinary 
linen or nainsook for the* pad and a pkjce of spoilt wax for 
the la-otertor. A jwd of nainsook cut into pieces 4| x 2 
and then doutded over would give about IW such pads, 
which Imve the advantage over the papea* ones of being used 
doxens of times, and incidentally of saving ink* 



30 MAKI^Al OF DUPIJCATING 

li a sih<^ cireiilar is requirisd in red or any other cokmr. 
it can he {produced by alixing a large pad as above. A hw 
bottles d the coloured inks would enable an office with only 
one machine to print their work in any desired colour. 


OVERFRIimilG. 

Any sections of a diagram required to be in a different 
colour whkh overlap, should be drawn separate^ and 
ovcfprintod. Of course, if a piece of a map or diagram is 
required in a different colour, and is detached from the rest 
of the diagram, a pad can be used as above. If two or more 
printings arc required, great care must be exercised to secure 
perfect registration each time; and it Is for this reason that 
tlic flat duplicator is best suited for all work where a sub* 
sequent overprinting is required, for obviously a diagram 
can always be placed exactly in the same position on a sheet 
of paper, whereas with a rotary machine such exact registra* 
tion is impossible. {See also p. 23.) Particular attention 
must be paid to the running off of diagram or map work, 
for a spot which develops unnoticed may spoil the work 
entirely. 

Overprinting is also very u.seful for inserting an omitted 
date* or any other part d the copy omitted in error, for which 
there is space to insert. 



CHAPTER Vlil 

SKELETON L ETT ER WORK 

In most firms and Govemnrifnt Dt»|>artments, the same form 
of letter is iised for diEerent work, with sliglit mixlifkrat ions 
as to names, goods. <*tc. It is the practice in some cases 
to have a letter printed, and the blanks are filled up* The 
letter then loses its personal character, and t>ften does not 
rtreivc tlic attention which a spex ially-tj^jKd letter wcnihl 
obtain. If the skeleton letter is carefully duplkattd and tht‘ 
blanks afterwards matched in on the typewiiter, it should 
have the appearance of a specially typewritten letter. This 
IS particularly useful in cas€‘S where the personal nature of 
the letter mtist be retained, yet where it is, for the mr^st paii, 
a stock letter. The typist must exercise discretion as to the 
relative distances of the blanks, and arrange them to c<»rne 
at the end of the line if po^ible, (An (?xample is given 
on page 38.) 

Skeleton letters are also of great use to Imtels and 
boarding-houses in replying to applications for a'coiiimoda* 
tion. If there is no typewrit€T in the office, or if it is desired 
to give an autograph reply, the skeleton can be written on 
wax (fMreferably on the typr^writer wax, for it gives a better 
imitation of handwriting, p. 61), and afterwards the 
blanks can be filled in by the person who wrote the skeleton. 

imUSATIOil OP WASTE PAPER. 

In every o&re where duplkating is done, there is always 
a certain number of waste cities whkh are usually thrown 
into the waste-paper baskid. By the side of every ntaehuie 
a tray should be placid this paper, and the operator 
sliould use it for test copks. Experience, however, proves 
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SPECIMEN (IF SKELETON LETTER 
{See page 37) 

FREDERICK APPLEBY 

ChartereJ Accountant 

0 

Moorgatk Street, 

Lohdon, E.C 

Tikpimtt ast9 C«nir«l. 

REftrrlng to your letter of the 
I now beg to Inform you that the meeting of the creditor* 
of thl* firm convened by my circular of the 
wa* held on the 

The claloa of the creditor* present or repreoented 
auounted to out of the total 

llabllltle* of tlm firm, A etatement of the flna^ affaire 
wa* placed before the meeting, and full explanation* given 
as to their position. The creditor* fl’*.f,lly reoolved that 
the debtor be called upon to forthwith execute a need of 
Aitiignaient for the benefit of the creditor*. Mr 
of was appointed Trustee, and a 

repreaentatlve Coonlttee of Inepectlon, con*l*tlng of 
ffientlemen whose total claim* amount to 


X tend you herewith a summary of the *late»ent of 
affaire, and •hall be glad if you will sign the enclosed 
form of a*«ent, and return in the enclosed envelope to the 
Trumte# at your earliest convenience. 

Tour* faithfully. 
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that the amount of waste is greater than the needs of the 
operator for test copies, and it is this extra waste whkh 
should be utilised. It should, first of all, be seated into 
gtaaed and absorbent, with the blank sides ail one way up. 
The paper must then be prepared for use as slips. If names 
or departments are required on thest^ slips, they should be 
duplicated and then cut up. 

Foolscap paper can be straightened up, placed m the 
copying press, and the Unig edge glut'd, a piece of tissue 
paper or linen btdng placed f>ver the glue. This glued bkxrk 
when diy, can Ix' cut into four; and the glued <dge sub* 
divided into the required thickness for memo, bkxks. 
Other sii;es for drafting, ttc., mn Ik? made in like manner. 



40 


IIANt^AL or DUFUCATTHC 


THE GUILLOTINE 



The above is a photograph of a small guillotine suitable 
for work in connection with a Duplkating Department. 
It is htted with a 14 in. blade, and will do all the cutting 
necessary for work in conneetkm with duplicators. 
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THE WIRE SmCHER 



Bfi^sk Wtre^sdicking Machine Co, 


This mEcfaine is spccmlly conveniettl for stitching large 
qixatitHies of duplscattiig work, and also lor use in connec* 
lion with book and pamphlet work (p. 3D). It makes Its 
own staples from a reel of wire, and stitches np to in. in 
thtckncss, and wire from Nos. 24 to 30 gauge can lu* used. 
A stmtlar machine, stitching greater thicknesses, can aho 
be obtained* 
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This is a smaller type of a machine which uses ready-made 
staples, and the stitch is identical with the machine shown 
on page 41* 


SECTION n 

ROTARY DUPLICATORS 

CHAPTER IX 

ROTABT DUPUCATOBS GENERALLY 

No criticisms as to the merits or demerits of the various 
duplicators herein described, or as to other makes, will b«' 
offered. Neither is it suggested that other makes not men* 
tioned are worthless. TIjc machines describtKl are the n>cmt 
popular on the market, and the notes given are intended 
to supplement the instructions given by the maker, 

C^NERAL KOTOS REGARD!!^ ROTARY DUPUCATORS. 

The most important point in the use of a riAary dupli* 
cator is that it shall be perfectly clean. Good work cannot 
be obtained from a machine that is smeared and dripping 
with ink. 

CLEANING. 

Wipe superfluous ink from all ports. On most machines 
the ink whkh gives most trouble comes from the remote or 
almost inaccessible parts of the machine. See that the 
roller is clean, and not coated with a dried mixture of paper 
fiuE and ink. If the roller is so coated, its truth will 
not be c<»Tect, the copies will be unevenly inked and the 
paper will not bite m well between tlie roller and drum. 
To ckan, remove ami scraps* with a bhmt knife, and, if 
necessary, wash with cold water and soap, oil the bearings, 
and re*ttisert the roUer. In the Eoiieo machine, roller 
must be inserted in the right gearing, otherwise the paper 
will not i^k up correctly, or the machine may ‘'jatn/* 
I^rbdkally, according to the use of the machine, it should 

sa 
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be bathed/' This is best accomplished by taking it to a 
sink and turning on hot — but not boiling — water, and 
rubbing the ink and grease; of! with a soapy rag. This may 
set*m contrary to the general treatment for machinery, but 
for this type of machine it is really effective. The dupli- 
cator must then be thonmglily dried, and all the bearings 
well oiled. Then affix a new linen pad, and the machine 
should run as well as when new. This paragraph does not 
apply to the Gestetner macliinc. 

LINEN PADS. 

The linen pads which covit the ink-drum should he renewed 
frequently. Tliey very smm IxHrome coated with wax, fluff, 
and varnish which inevitably come off the waxes, and the 
pores of the linen become clogged so that no ink is able to 
percolate through from the ink pad or reservoir underneath. 
The silk carrier of the Gestetner d(KfS not require renewing 
very often, for it does not appear to hold the wax, etc., as 
do the linen pads of Rone<i, Ellams, Revol, and similar makes. 
When fitting a new linen, alwa>^ clean the perforated xinc 
drum, for if any of the perforations are clogged it will prevent 
even inking. 


tNKING. 

The inking arrangement is the most vital part of all dupli- 
cators. The ink must appear only on the drum and the 
inking arrangement, not all over the machine. Ink which 
rests cm any other part of the machine collects dust and 
fluff, and dogs the machine. Many operators waste quite 
a large quantity of ink, and duplicator ink is very expensive. 
As far as possible^ f*-vcry drop of ink which a>mes out of the 
tube or can should h(‘ us^xl. Much ink is often wasted by 
placing a protector or a sheet of paper over the drum every 
time the machine is put up. Unless the duplicator k not 
going to be used for several weeks, this is totally unnecessary 
^nd is wasteful of nnich ink; this does not, d course, apfdy 
the Atnarkan doth drum covers. A better tdoi is to 
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switch of[ the pressure and insert a piece of jiaper between 
the roller and the drum. This paper will then catch any 
drops of ink which may come from the druju, and. if the 
machine is not unduly inked, only one or two drc^ may 
be wasted. The drum must always be left with the centre 
downwards, otherwis<^ the ink collects on the ends and gives 
much trouble. 


GENERAL. 

Do not leave the stencil on the machine when it is put 
away, otherwise parts of the wax may adhere to the drum. 

Wlhen removing a wax from iJic drum, w*e that none of 
the varnish which may have b^en used cm the front of the 
wax has adhered to the drum. If it has adhtTed, scrape 
it off. 

MACHINE PICKING UP TWO OR MORE SHEETS 
AT A TIME. 

This is caused l>y — 

(a) Tlie edge of the paper being uneven; 

(b) The paper not being straightened up before inserting 
into the machine; 

(c) The adjustment of the rubber pick-upr. not being 
correct ; 

(d) Resting the hand on the feed-plate when working 
machine. 

MACHINE HOT PICKING UP LAST FEW SHEETS. 

Many machines will not pick up the last few sheets. 
Generally there is nothing wrong with the adjustrmmt. and 
it may misfire, or the last four or five sheets may feed 
through at once. 

PAPER CREASDIG* 

If the paper creases, ^near a fUttei Flreiich chalk on two 
or three sheets of p»per and feed throi^g;h the machine. On 
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tte tUmeo, the crmsing of the paper generaBy occaskmed 
by im^perfect adjustment of the rubber pick-ups. Taking 
out the paper and straightening will often rectify this trouble, 

PAPER SnCKDK; TO THE DRUM. 

H the paper sticks to the drum, bend the paper over about 
2 in. from top edge before inserting in the machine; or stkk 
two or three thicknesses of paper at the head of the wax 
just above the top line of typing; or see if the paper 
“ strippers are properly adjusted; or run a sheet of 
blotting paper through five or six times. A very thin glazed 
l^aper will also stick to the dniin. If other nitthods fail, 
hiding in tw<^ sheets at a time will prevent the trouble which 
b generally occasioned by the light weight of the paper tx^ing 
iasufikient to enable it to leave the drum. 

(Sm also Special Notes under the difierent duplicators.) 

COLLECTING TRAY. 

Duplicating machines are not generally fitted with an 
adequate or suitable collecting tray for the copies; and, if 
large numbers are being run ofi, much time is necessary 
to straighten up the paper. A collecting tray as shown 
below can be made in tin or cardboard. 


CHAPTER X 

THE GESTETNER ROTARY CYCLOSTYLE 



Mr. D. Gestetner is the pioneer of the stencil principle of 
duplicating, and all the present-day machmes undon^ctlly 
owe much to his ingenuity and pursuit in perfecting stencil 
methods. The Cyclostyle, which wa.s the name given to the 
original patent comprising the Cyclostyle pc^n and stencil 
paper was brought out in 1881. Tlie first stencil pap<*r for 
use in a typewriter was patented in 1888, and the Redary 
Cyclostyle (as illustrated abf/ve) was intrcxluced in 181)2. 

It will be observed that the G«fStetncr Rotary Cydostyle 
is quite diflerent from any other type of rot^ duplicator* 
The strongest feature of this macMne is the ingenious inking 
arraDgement* by whkh a non-fiuid ink is automatkully dis» 
tributed on the machine by a form of printers' distributuig 
rollers. The drifting of ink is imposustbk, and, if the machine 
is in working order, the distribution is uniform throughout 
the work. When copies grow faint for lack of ink, a line of 
ink from the tube is squeezed across tlwr top cylindef and the 
work proceeded with. The use of an oil ink on this machine 
is mie of its mm necomnieiidatiotis, for rdt inks do not dry 
cm the dtqdkttcnr, md the Gestetner can be put aside hn 
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and osed again withcnit any trouble with the inkii^ 
device. The atandard model requires three turns for each 
copy. In practice, this is found to impose the least strain 
upon the stencil, and. consequently, no cracking appears. 
When speed is the first consideration, “ one-turn ” models 
are furnished. 

The mechanisiTi of the Gestelner presents a more 
compiksited appearance than other rotary duplicators, 
but in actual use it is very simple — two levers governing 
the entire action. 

SPECIAL INSTRUCTIONS FOR ^BSTETNER. 

Do not spoil the headpiece of the stencil when typinga 
for owing to the large number of slots it soon becomes 
damaged, and is then difficult to affix on to the machine: 
once the slots are torn it is not easy to repair them. 

Carefully check the stencil before fixing on the machine, 
for ** grafts ’* (sim p. 14) cannot be carried out as easily as 
on a Roneo or EUams, as the silk carrier would probably l)e 
cut — a cut in the silk carrier being of more moment than 
on the linen. 

If picking out ** pieces in different colours (sa^ p. 35). 
it is advisable to fix the pad on one edge to the wax, for 
these pads have a tendeiwsy to slip on this machine. 

If one ** liner of the impression roller gets worn out, 
renw)ve the corresponding one on the other side and use 
without any until new ones are fitted. If the machine is 
used with one liner, the impression may be unequal. 

Before taking test copies, turn the handle a few times 
in order to bring the ink through. Leave the backing sheet 
on and turn the handk two or three times with pressure 
lever on. or print one or two copies on blotting paper. 

The guides stuwM be puBed out so that the c<^iies 

kmve the machine in a cmicave fmtn. which pfevents one 
c^y from smearing the preceding copy. 

Watdt the paper^feed carefuBy, Iw if the inqjrmkm is 
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taken on to the roller and it is not wiped, at least six copies 
will have a double impression. 

Remove the stencil from the canrkr after each job. 

Grit and dirt accumulate on the inking cylinders, especially 
if the machine is left uncovered. Remove the siBc carrier 
and dry the rollers by passing waste paper througli the 
machine until all the ink is removed. Take out ink 
distributing rollers and clean with |>etrol t>r benxine. 

Good results cannot be obtained if the machine is worked 
very quickly. 

The last five or six sheets on the ftn^ board arc liable to 
feed in at once. Refill the machine. 

Clean the silk carrier occasioiiaUy with pcirol, and 
carefully remove particles of grit and wax which produce 
spots. 

If the paper fingers slip, and the screw is turned down, 
they must be cleaned with petrol; or, if very worn, they 
should be turned, and another edge brought into use. 


{See also pp. 19 and 43.) 
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THE RONEO DUPLICATOR 

The Ronm itiarked a new era in duplicating, and from its 
mception lias been a recognised success* Although quite 
difierent in form from the fiat duplicator, it belongs to the 
stencil type of mai'hine* The operation of a Roneo consists 
in stretching the wax stencil over an ink dium, and, by 
passing the paper between this drum and an impression 
roller, the copies are produced. If properly worked, the 
Roneo should not require any repairing; but, of course, 
slight adjustments have to be made which can be done 
by the operatewr, providing he lias an idea of the construction 
of the machine. 


SPECIAL NOTES FOR RONEO 


CLEANING. 

Wipe ink from all parts ol the machine except the drum. 
It is important to clean the ends of the drum (on top and 
underneath), the sides of drum, the hooks which hoid the 
paper at top, underneath the shield which partly covers the 
felt mk*dhtributing roller, the projecting paper delivery 
plate, and the rubbers on the pkk-up rod. 
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FEEDIG STEirca TO THE MACHINE. 

Before applying the stencil, always re-ink the pad by 
painting with a brush. This is always necessary, even when 
takii^ off one stencil to put on another. Remove front 
tissue; lay the stencil on the feed-board as if to read; then 
with the right hand lift the stencil by the bottom, and with 



the left hand fasten it on the machine by slippti^ it under 
the plate m us to allow slots in the headpiece to fit on to 
the pins at the front end of the cylmda-. Let the stencil 
gradually fall on to the inked pad; then remove the backing 
sheet by teanng off a | in. firom the first line of typh^. 
It m advisable to lift the stencil again, stretchiiig sightly as 
it touches the pad so as to avoid fullness, which will cause 
wrliddet^ 
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imcnK;. 

Two or three revolutions of the machine, with the ink 
reservoir switched on, is usually sufficient for relinking. 
One very slow backward movement of the machine and thro 
two forward will best distribute the ink. Occasionally the 
spindle of the rubber ink rt'servoir roller |umps <njt of the 
slot: this must be inserted into its right place, otherwise the 
machine would Ik* inked only on one side*. 

THE AUTOMATIC PAPER4TaED, 

The paper thickness indicator at the liglit-hand side of 
the machine must be* adjusted for different j^rapers; but this 
indicator is also affected by the rublxT pick-ups, for if they 
are allow*ed to wear smcKith in one place, the psipc*r thick- 
ness pressure ” will have to Ik* increased t<» make them bite 
the papt*r. Turn the rublKT pick-ups cKcasionally to ensure 
them wearing even. New i'ubbei‘s shtculd b<* fitted to the 
machine when the con ugat ions in the niblKi are worn off. 

If two or more slieets are picked up at a time, less tension 
is required; and if the machine repeatedly fails to pick up, 
more tension is necessaiy. Taking out the papf»r, fiappii^ 
over the edges and carefully re* inserting, will often cure 
troubles with the feeding device. 

Do not rest the hand on the feed-board whilst running off. 
If using a thkk paper, place the paper weight on the set 
of pins furthest away from the impression roller. 

« 

CHANGIMG THE MACHIME PROM AUTCRCATiC 
FEEOmG TO HAllD4>EBDOiG. 

Remove the feed-plate and, if required, change the gauge 
from the centre slot to the right'iuuid side of the plate. 
Pull out the catch h^m the slot in the top teft-hand gear 
whed. Unturn the screw udikh ludds the movmg bead- 
paper ste^ out of actioa tm to the mainsbaft of the machine, 
and the bead guide will drop down to the inquession roller. 
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litmt the papcr4«€!d f^ate over the two studs whkh profed 
hom the sides of the machine, and under the further stud 
on the right. 


TO REMOVE IMPRESSION ROLLER 

Frt^ the left thumb on the left-liand side of the impression 
roller cairier (near spring). Push over the cap which kt^cps 
the spindle in position on the right side, and lift out the 
left side of the roller, bringing it towards you. When 
re-imertitig the roller, care must be taken to set it in the 
right cogging, the rubber pick-ups being about a J in. below 
the bottom end of the drum, when it is turned back. 

This roller, when coated with a dried mixture of ink and 
fluff, must bc‘ removed from time to time to be scraped 
and cleannl. 
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nmtBssicm roller working stiff. 

One oi the chfef troubles on the Roneo is the iinpre$»bn 
roUor working stiff, but the Roneo Co. is contemf^ting 
an improved form which will obviate this. When this roUer 
wcHks stiff there is an undue strain on the wax, whk^ soon 
causes it to become useless, and if very stiff the wax will 
be tom. The stiffness is caused through dirt. The rotter 
should be tried occasionally, and, if stiff, it must be removed 
and oiled. If this fails to ease it, undo the screws and remove 
the roller and spindle from the gear wheel, and clean the 
bearings, 

interleaving blotting books. 

The pages of these books must l>e knocked on the end 
of a tray, so as to be absolutely level. After much wear, 
the defective pages, together with the preceding or following 
page, must be removed. Wlien very old, a number of books 
can be broken up. the good pages picked out and collated 
to form new Ikm^Ics. (See also p. 22.) 


{See also pp. 19 and 43,) 



CHAPTER XIl 

the eixams’ rotary duplicator 



Althodcm apparently very similar to the Ronco, EUatns’ 
machine differs in several important points. The antomatK 
feed works on the principle of pushing each sheet along to 
the impression roller. This is done by means of a fe^ 
rdler with two rubber grilling bands, which free-wheels 
OT ruitt over the paper in the backward movement (•,«., 
white the previous copy is being drawn through by the drum 

and the im|»res8ion roUcr). , a ^ i 

Ihe |iaptT ttmst be placed on the feed bed of the duph* 
cator between the two side paper gri^iers, and up to tlw 
mutmnatic paper stops. This ensaies the phnang of the 


# a1 


paper iiiwwya MW? , — 

The side paper gnppers should be toiwn in tightly. 

should then be shgbtly "cradled " by nuining the 


THE EIXAMS* ROTARY 01JPUCATOR S7 

thumb over the edges. It is impossible to put too much 
paper into the machine^ as the ratchet feed roller must rest 
in its brackets over the paper, and if an over-supply of paper 
is placed in the machine it will easily be found that there 
is no drop into the brackets for the feed roller. This is 
remedied immediately by removing a portion of the paper. 

Perfect registration cannot be guaranteed with Ellams' 
machine any more than it can with others; but if mon* 
exact registration is required, the handdeeding device can 
be used and the work can be produced with «*very satis* 
faction. For general work, however, absolutely pcifect 
regisiration is not required, and this fK>int d<»es not apply. 

INKING. 

The ink distributing roller is switched into opiration l»y 
a small lever on the left of the machine, and the cylinder is 
turned in a backward and forw^ard dinHiion a few times to 
replenish the ink supply. 

SPECIAL HINTS FOR ELLAMS. 

See that the ink is t venly spread ovfT the surface of the 
drum by painting with a brush; and, on the inside, by 
switching on the ink-distrilniting r<»l!er and filling up the 
hok^s in the perforated *in<\ Stretch the wax very care- 
fully, and tear off the backing sht'ci after the stencil has 
been placed on the drum. It is advisable not to tear off 
the backing sheet at the pcrf<iratioi}, Init about J in. above 
the top line of the typing. Before insc^rling the paper, 
remove the automatic feeding roller and insert the paper 
in paper-feed very carefully. It should be inserted only 
wh^ the feed-roller is in such a position that it can be 
taken out. Do not use the j»TSsure lever higher than tlie 
fourth notch, unkss it is necessary to increase the density 
of the copies. If a laifc number of copies are required. 
It k advisable to run the machine ^mly <m the third notch, 
in ordar to protect the stencil from an undue pressure. When 
the coplai become faint and the ink will not percolate through 
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% tbe roHar, it k m^xmmy t# lift 

tl^ 10m and rcHnic the Itnaa. 

Jh not race the machine. Avmd jerkinees. 

If a wax has been typed too h%h and the {xrintmg indi- 
cator cannot be brought any further down, a few thick- 
nesses of paper stuck on the headpi^ of the wax win cause 
the paper to bite sooner, and thus the print will be lower 
down on the paper. This is a particularly useful hint for 
the Ehams* and Revol duplicators. The wax can also be 
lengthened or shortcn<Mi, as described on page 19. 

If accidentally the drum of the duplicator is revolved and 
no paper fmsaed through, the oft-set printed on to the bottom 
pressure roller can easily be removed by taking the pressure 
roller out of the machine and rolling it several times over a 
piece of waste paper, or carefully rubbing it with a duster. 
If this pressure roller becomes sticky at any time, a little 
powdered French chalk rubbed over it and applied by the 
hand will set the matter right. 


(Sue also pp. 19 and 43.) 
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FLAT DUPLICATORS 


CHAPTER XIII 

STENCIL METHODS 

1'he flat duplicator has bc?cn more extensively used lliaii any 
other form of stencil apparatus, and there are probably more 
of these machines in use at the pr<^mt day than the rotary* 
But everywhere the flat is giving place to the rotary like 
the stagen'oach gave place to the steam-engine. Nevet* 
theless, excellent work can l>e done with a flat duplicator, 
and slowness is its principal diwwback. Moreover, there are 
many offices and departments which have not sufficitmt work 
to justify the expense of a large machine- 

For certain classes of work where each copy must lx* in 
perfect registration, the flat duplicator must be usi*d, fm the 
rotary will not give absolute exact registration For duplt- 
eating over 100 copk^s in various colours, an Eliams' MuJti- 
cokmr outflt should be obtained: the prcKCss consists in 
drawmg each coloured part on a separate wax and running 
off in the coknir of that part, MuHkokmr duplkattng for 
under 100 cof^nes can best be done by a gelatine, a Plex, or 
a Grajffiolttliic. 

In principle, the flat duplkator is exactly similar to Uie 
rotary, and nearly all the ioregotng hints, etc., will apply 
to Hs use. The modus opermtH is tolerably simple, but 
production of flrst-class awk depends upon experkfuee. 
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WAXES wm FLAT DUPLICATORS. 

(«) For Tjrpewritsfig. The waxes for flat duplicators are 
not alwa)^ supplied made up in sets» so the typist must 
arrange tljem in the following order — 

(1) Tissue protecting sheet; (3) Silk sheet; and 

(2) Wax; (4) Backing sheet. 

Silk sheets are generally used for flat duplicator work, but 
their use depends upon th<? face of type and the impression 
desired in the copies. Some backing sheets do not have any 
scales, in which case it is necessary to determine beforehand 
the positions on the wax on which the typing must fall. 
The notes given for typing rotary waxes then apply, and 
mistakes should Ih^ corretted as shown in Chapter IV. 

(h) Autographic Stendl Paper for Handwriting. The stencil 
paper for handwriting is diflferent from that used for type- 
writing, although the latter can be used for handwriting (see 
p. 61). There arc geneially two different grades of auto- 
graphic stencil paper: one for use with a stylus and a file 
writing plate, and the other for us<' w4th a wheel pc*n and 
writing plate. On the hand stencil paptr, black or blue 
squares are generally printed as guide lines; but any form 
or skeleton table for any j>articular purpose' can be printed 
on the skin by the makers. (See also pp, 6 and 11.) 

HAirowRrroiG or autographic stencil work. 

Take a special autogi'aplpc stencil or skin and insert tightly 
and firmly in the frame, seeing that it docs not sag anywhere. 

The stencil is produced by placing the skin in the frame 
over a steel plate upon which are a large number of fine 
irormgations, whkdi give the af^arance of a file, and it is 
upon the small sharp points of this steel fdate that the 
stencil i$ cut with a stylus. Where the stylus is passed over 
the stencil, the sharp points of the plate make a series of 
stnaB holes akmg the hue wiikh the stylus ts traced, ajul 
it is subsequently throucs^ time holes that the ink pmidates. 
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By the Gestctner or Cyclostyle method, these small holes 
are pierced by using a cyclostyle pen (which has a little urtieel 
at the end with sharp teeth or corrugations) over a hard 
surface: both methods produce the same result (i.c., the per- 
foration of a large number of little holes). If a aypy drawing 
has to be made, it is advisable to place the copy undtTneath 
the stencil and trace lightly on the stencil, "flu* copy is then 
removed, and the stencil cut on the plate. It would, of 
course, not be practicable to trace the drawing over the file 
plate, for the cutting of the little holes could not Ik: done 
through the copy. With the cych)style, however, the wheel 
can be iLsc‘d direct over the copy, but it is In^tter to insert 
a transparent celluloid uriting plate under the wax. 

Place the stencil over the file [date or writing plate, and 
write with the stylus m whetd p<*n witli a firm and even 
stroke, A burring sound is causcTl wh(*n the stencil is Ix^ing 
correctly cut. Rest the hand on a thin pad of blotting paper 
to prevent the heat of the hand spoiling the wax. 

If it is desired to reprtxJuce an exact imitation of liand* 
writing (for skeleton weak, etc., su p. 37), Ixiter results can 
be obtained by usir^ a ty[>cwiiter wax over a stylus writing 
plate. The result on the skins Is alwaj's a series of little 
dots, which make up the outline of the lettfT; but a con- 
tinuous line can l>e obtained on a typewriter wax; and, with 
a little practice and the right ink, a perfiTt imitation of 
ordinary pen work can be obtained. 

A special stylus and plate can l>e supplic*<l tor musk , 

FLAT DUPUCATOR APPARATUS. 

There are so many difierent forms of apparatus for fiat 
duplicating, that a whole book would be taken to describe 
each. The Ellarm, the Mimeograph, the Cyclostjde, are 
very similar in constnietkm, and they are so similar in 
working that a knowledge of one would be appUcabte 
to all. 

The general working b described in these dtagraim cd tbt 
Neo-Cyclostyle. 
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Tm Process k siitifdy as foBows— 

A sheet of the pn^ed paper is hxed in the printing 
fmnse as shown in Fig, 1. TTic matter is then written on 
this sh^ of paper with the NeoCyclostyle pen, which 
perforatai the paper, making a perfect stencU composed of 
minute dots so close together as almost to appear a con- 
tinuous line Fig. 2). The printing frame holding the 
stencil is next raised, a sheet of paper placed under the 
stencil, an inked roller is passed over (as Fig. 3), and a per- 
fect copy obtained as shown in Fig. 4. Only give one stroke 
for each copy, as a double impression may be caused by 
passing the roller twice. It is tlien only necessary to lay in 
the sheets of paper and print the required number by 
passing the roller over for each copy. 



fm, I. 

PlKtNG STENCIL IN FRAME. 



Eto, 2. 

WiirrtNG ORIGINAL. 



ntHtuiG or coraii. 



STENCIL IfETNODS 
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Fio. 4 , 
FINISHED 


EUams' sel^rising duplicator is UJ^cci sunilarly, hut tin* 
stencil is cut by a stylus over a ftle*platc* 



A more elaborate form b sliown in the following 
of Gestetner’s Automatic Cyclostyle, which is undoubtedly 
a great advance on the hand roller apparatus, and should be 
regarded a mid*way machine lietween an ordinary fiat 
duplicator and a rotary. 


CHAFIER XIV 

COMPOSITION DUPLICATORS 

THE CLAY AND GELATINE FS^OCESSBS. 

The me of the Hcktograph or gelatine process was practically 
the only method of duplicating before the introduction of the 
stencil process, and it is undoubtedly the simplest process 
known, and probably has been usc'd the most extensively. 
Even at the present day, where the number of copies required 
is very smalt, and where the expense of the larger machines 
cannot be justified, this process is quite satisfactory. Indeed, 
for certain classes of work (e.g,, drawings, plans, and sketches, 
etc.) to be printed in a variety of colours, it possessi's advan- 
tages over all other forms of duplicators, for copies can be 
obtained in several distinct colours at one opt*ration. But 
the duplicating powers of this process are very limited, for 
only about 2K) copies with typewriting and 00-100 with 
handwriting can be obtained. The makers advertise 50 with 
t 3 rpewriting and 100 with handwriting, but these are excep- 
tional figures. The number of copies depends upon the 
quality of the ink and the condition of the composition. 

The compjsition process consists of typing or writing an 
original with a special strong ink on a sheet of glazed paper. 
This original is then plai^f d face downwards on the com- 
position on which it makes a negative, and the copies are 
obtained by laying blank sheets on this negative. 

The composition varies with difierent makes, and the old 
graph or gelatine is giving way to the china clay composition. 
The most pcpular of the clay processes are undoubtedly 
the Plex and the Ckapholithic. The notes below will apply 
to almost any composition duplicator. 

FOR TWEWRITINO. 

Qean the type; use a Hektograph ribbon or Hektograf^ 
carbon sheet ;^rtke the keysfirmly and evenly, and avoid orors. 

9* 
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FOR HANDWRITING, 

Take a new pen — not too fine; ust* Hektogmph* or special 
ink su{^Ued vnih outfit; write evenly, and avoid making 
one word thicker than another. If the ink on the nib runs 
out and the word is finished with just a thm mark, it must 
be inked over, for otherwise^ there will lx* insufficient ink for 
duplication. Allow the original ten minutes to dry, and 
m no account use blotting paper or heat to hasten drying, 

TAKING OFF THE COPIES. 

Sec that the surface <»f the composition is clean and even* 
If a large nunilxr of copies are required, damp the com* 
position with a wet sponge and remove the moisture with 
a sheet of fairly absorlnnit |>aper— not blotting papT. Lay 
the original face downwards and press the roller. 
or hand over the sheet lightly, and allow it to remain on the 
composition for about five minutc*s. Before taking it off. 
stick some strips of pap‘r round the edge of the c»riginal. 
slightly overlapping each in order t<> form a gauge to place 
the sheets for copying. If only a few lines appear on a large 
sheet of paper, it is best to cover the whole of the composi- 
tion except the negative; this enables the copies to be run 
ofi quicker, and savtrs the piaper from curling so much. The 
negative is now ready for printing off. If a large number 
of copies are requirc*d, speed is essential, for the moment the 
original leaves the composition the ink begins to sink in. 
Do not use alrsorbent paper, but a paper with a smooth 
surface. Further copies can be obtained from the negative 
when it is exhausted by damping a sheet of paper slightly 
and placing it on the composition. 

Immediately after the copies have been run off. the 
nigative most be washed o0. It is in thb washing that 
compositiDiis are generally spoilt, for as it is a job which 
is handed to the oflicc boy, he timiaUy nmnages to scrub it 
in boiling water and makes the surface uneven, to say 
nothing of the amount of the compositiofi he washes away. 

When the compositkm is worn away or is too uneven to 
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line, a new refill of the clay is bought; white with the 

jelhes/' a new tin df jelly is mehed down by standing in 
bothng wato' and |>cmred into the tray, or the old stnfi can 
be scraped out and mcHed down. If any bubbles appear 
on the surface, they should be removed with the edge of a 
stiff piece of paper. 

There is also another form of duplicator, generally of 
Cterman make, whkh consists of placing the cniginal on a 
sheet of paper upon which is a film of composition instead 
of on a tray of composition. This obviates the necessity 
of washing off, for the ink sinks in and the paper may be 
used two or three times. Otherwise, it is exactly the same 
as the graph process, and on account of its convenience is 
nmch used in Continental hotels for printing the m^us, etc. 
An Englisli make— the Tabhgraph machine made by Ellams 
to supersede the popular Schapirograph made by Schapiro 
of Berlin— consists of a roll of the prepared paper, which 
runs from end to end of a cabinet. The used surface is 
removed by turning a little wheel, and the new surface is 
brought into position. {See illustration on page 68.) A roll 
of the prepared paper can be used several times, for the ink 
of previous negatives becomes absorbed into the gelatine. 

The Impackff Convex Du^icuior, which iias a convex 
surface and a composition which does not contain any 
glycerine or gelatine, clainti to be superior to the ordinary 
fiat composition, as its life is greatly prolonged fmr it does m)t 
wear away in the centre. 

Another form of duplicator, if it can be so called, is the 
ci^ying press. This method is sometimes used by authors 
wto to have, say, six ccfues of their manuscript. The 
manuscript is written in a specially stror^ hecktograph or 
copying ink, and the copies produced in the ordinary way. 




SECTION IV 

TYPE-SETTING DUPLICATORS 

CHAPTER XV 

TYPE-SETTING DUPLICATORS 

The extent to which duplicating machines weir used 
demanded that the chief drawback to the stencil process — 
namely, the limited numlxT of copk*s obtainable from one 
wax — should be overcome. Also there was a demand that 
the copic'S should nmre nearly approximate to typewritii^ 
by being printed through a riblxm with metal typewriter 
type. With these objec ts in view, a t>pe-setling machine 
has lK!en introduced which enables an office? to do most ed 
its own printing without installing a printing press. 

Tlie principle of these? machines is the setting up of metal 
t}"pe in a flexible cylinder from a Gravity Fount " for the 
Roneo, and by means of an automatic suiting device intf) 
a segmental drum from a compo-drum for the Gammetc*r. 
Once the type is set up. an unlimited number of copies can 
be obtained without deterioration of quality; and the great 
variety of types w^hkh can be supplied, and the use of 
eJectrotypes and stereotypes, meet all neids. 

The Gammt?ter and the Roneotype undoubtedly do all 
that is claimed for them, and possess great advantages over 
the stencil process. 

The setting*op process is slow compared with typing a 
wax, but it compares favourably with the printers* press, 
as little or no ** making ready ** or ** underlaying " has to 
be dcoie. Ferms, headings, diagrams, etc., are produced 
by the use of electrotypes and stereotypes, whkh give a 
perfect reproduction. 
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At present^ the |«'ocess is most ejcpenstve the ste^0 
process for small numbers of copies, and the initial capital 
expenditure is many times heavier; but the extra expense 
is fustififcd where there is a considerable amount ^ work to 
be done and where the work is varied* There is also the 
distinct advantage over the stencil machines of being able 
to print on glased paper without the use of interleaving 
blotting books. The segmental drums and the flexible forms 
cannot be retained to any large extent, as it would be 
necessary to have a large number of drums and large stiKks of 
type. 

Signatures are produced by inserting an clectrot^ and 
using tlic signature attachment. In a large oflice it would 
therefore l>e necessary to have electrotypes made for each 
signature. 

The work in many oflkes, however, can justify the use of 
such a duplicator, and when the htdi\y initial outlay has 
Imrn met, the upkeep is vc^y small. 



Tn>B>SBTTiNC DUrUCATOKS 
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THE 6AMMETER 

Hie conipiete Gammeter Muhtgn^ equipment is mute 
on the principle of the expanding bookcase, thus enabling 
a firm to install the bask outfit and add to it as the businem 
grows OT the machine replaces the work of a printer. 



The above is a jAoto the bask Ganmieter No. 4— ttio 
coiBpo>dniin bifing on tike kit sad ptiirtar on the right. 


T2 


NAMUAL OF DUPLICATING 


Tlwre is a great disadvantage cwmccted with the in^^la* 
tkm ol this machine, lor it is obvkms that one-haU of the 
equqmient is always idle— thus preventing one dram being 
'• down " while the next is printing. In a latar model, 
the printing and setting units have been separated. 



The above ilinstralioD represents the MultMcraph Coropo- 
iypt, on vdddh the composmg and distribating of the type 


TWE-SITTIKG UartlCAlOItS 


n 

is dimr. The type indicator h ccmlrolkd by ii wh«sel at 
the left of the machine, and by means of the operating key 
worked with the right hand, the type is transferred into the 
groove of the fwinting dnim. The t^'pe is redistributed by 
reversing the process. Any number of segmental dnints 
can be supplied for use with this machine, enabling t)*pe to 
be retained s*'t up if necessary. 



The above dhistiatkni shows the bask printing machine 
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MAtiVAt OP OUPLlCATmO 


for me in cwjuttctkm with the Coinp(ityi>e« Tl^ segmentai 
when set up, is transferred from the C<H!i|>otype to 
this machim. and the letter c«r form is priiited throii|^ a 
rlbtxm giving actual typewriter copies. 

Several further attachments can be fitted as required^ 



THE AUTOMATIC PAPER FBEtl will feed accuratefy in 
pmpa any substance from a thin bank paper 

to medhim card. 




tirw-simnNc DumokTots 


7S 



THE PRlNTlKKf INK ATTACHMENT. 

With this attachment, the ma4:)ime becomes a perfect 
printing press, and will prodnce high-class work in one or 
mt>re colours, {See Specimen Page iirinted cm the 
Gammetcr.) 



THE SK»NATU1^ imVlCE. 

By this device, the machine is enabled to i^odiiee iHleri 
with the ^gnatnre in any colour ai ms 




With 

stercotj 

facUHies 
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IIAK0At OF OUFtICATING 


THE RONEOTTPE 

Ricm«o introduced the Roneotype in 190S, udtkh has since 
undergone many important improvements, and several 
models suitable for varkms requirements are now made. 



TYra-smiNG otimcATOKs 
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SETnMG UP AND DISTRIBUTION OF TYPE. 

This is done on a sqiaratc machine, which enables two w 
three people to work on the outfit at once. The principle 
by udiich the type is set is by nwans of a " Gravity Fount," 
as shown below. 



uethnc w type. 
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MANVAL or omiCATINC 


The types are slotted and are arranged alphabetically, 
and vdien the end of the composing fork is placed in the 
type groove, one type falls into the fork and slides to the 
other end of the fork. The fork is then placed in the grooves 
of the required letters until the line is complete. The whole 
line is then transferred into a groove on the flexible cylinder. 



COMPOSING DRUM. 


With practice, about two lines of an ordinary Icttar can 
be set up p«r minute; but mistakes should be avoided, as the 
part of the line in which an errw occurs has to be passed 
into the fork, the wrong letter extracted, and the correct 
letter or letters inserted. Hie type has, of course, to be 
du|dayed over the drum as required. 


TYPE-SETTING DUPtlCATOES 
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pRnniiiG* 

When set up, the flexiUe cylinder Is transferred to the 
printing machine. The rufiiiifig off is then much on the 
same lines as the Roneo Pencil dupikator — the inking «ir 
ribbem being the main di0er«tice. 


MAKUAt OF O0FUCATIFFG 


msmmmm the twe . 

Stock tetters or compositions which may be required again 
can, o# course, be retained. The type is re*distributed by 
flUding a line from the drum into the distributing fork, udiich 
is then j^aced at the top of each groove, and the tetters drop 
back into the fount. 



oianuBimHo the tvfe. 
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